U ]

{ 1
1

STAT 1

Distribution: Chief ,\'mmmtaﬁ

Management Staff

m18 BB
ApprovegiForiRaléa

R g

MEMORANDUM FOR: Director of Logistics
DMirector of Security
Director of Personnel

Director of Training L IR 1056
Comptroller B
Chief, Medical Staff

ATTERTION: Reporta Management Offlcer

SUBJECT 1 Intra-ffice Reporis

1. BReports management programs for the three major head-
quarters components are repidly taking shaps. ‘e visualize
that these prograsms will be integrated by similar operating
policies and procedures and by cowson objectives inmto an ef foct-
ive headquarters-wide program. Howsver, the degree of effect~
iveness will depend considerably upon the support given te the
program by top Agency officials. _

2, This support can be gained initlally by publicising
the cost of reports in manpower and materials. My steff is
therefore compliling an estimate of thiz cost in headquarters.
To complete this estimate we need the following information
which should be readily svailable Irom your inventory of re-

portas

&> The munber of requirsments for reports submitted
within your 0ffice between divisions and staffs. Consider
one type of report as a single requirement, regardless of
the number of components that prepare ths repert, or the
mamber of timee yearly that the report is submitted.

b. The nusber of man hours expended annually on these
intra-office reports. Include man hours required at all
lsvels to maintain records, collect data, prepare feeder
reports, and compile the final report.

3. I would appreciats receiving this information by about .
31 Jammary 1956.
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